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SECRETARIAL ASSISTANTS HELP KEEP 
DOT OFFICES RUNNING SMOOTHLY 


“A secretarial assistant should have a thorough 
knowledge of the functions of the Division’s policies 
and procedures, so she may relieve her boss of routine 
work,’’ says Mrs. Helen Mauer, Secretarial Assistant 
to George B. Bridegum, Director of Fiscal Management. 

Mrs. Mauer is one of 30 employees who keeps the 
many offices of the Department running smoothly as 
secretarial assistants. 

The everyday tasks of the Secretarial Assistant in- 
clude screening telephone calls, checking mail and 
sorting it for proper distribution, and maintaining a 
schedule of appointments and daily engagements. They 
have also, on occasion,been asked to sew a button on 
an executive's jacket.. Mrs. Annamae Bakun, Secretarial 
Assistant to Nelson Slater, Assistant Commissioner of 
Public Transportation, even admits to being caught 
washing a few dishes. 


In addition to typing, dictation and maintaining corres- 
pondence for William Kirchner, Construction Engineer of 
Region II, Betty Dugan cheerfully answers numerous tele- 
phone calls scheduling many appointments and meetings. 


Many of the secretarial assistants have specialized 
jobs. For example, Mrs. Mauer, who has been with the 
Department 18 years, is responsible for maintaining and 
updating the roster of all properties leased by the De- 
partment. She also assists in preparing the annual bud- 
get by researching expenditures and projecting future 
costs. 


Mrs. Lois Summers, Secretarial Assistant to John 
Sliwa, Chief Engineer of Design, has the task of keep- 
ing track of the ‘‘voluminous’’? incoming and outgoing 
mail so that correspondence flows smoothly. 


In the office of Engineering and Operations, Mrs. 
Marion Lyons, Secretarial Assistant to Jack Freiden- 
rich, DirectoP, screens all incoming telephone calls on 
the office’s five lines. Mrs. Bakun coordinates all of 
the Assistant Commissioner’s business appointments. 

Mrs. Sue Alfano, Secretarial Assistant to Ray Col- 
anduoni, Director of Employee and Management Services, 
is expected to inform other secretaries in the Division 
of the policies and procedures of the Division. ‘‘l like 
to share what | know with everyone,’’ Mrs. Alfano de 
clares. 

At the Newark office, Mrs. Betty Dugan, Secretarial 
Assistant to William Kirchner, Construction Engineer 
for Region Il, says she believes he is most dependent 
on her for handling his calls to minimize interruptions 
in his work. ‘‘But he does manage to get his own coffee 
in the morning,’’ says Mrs. Dugan laughingly. 

The secretarial assistants also agree that in addition 
to thoroughness and dependability, pleasant personality 
is important. Mrs. Gloria Hannon, Secretarial Assistant 
to John F. Summers, Director of Central Services, sums 
it up by saying, ‘‘Being cooperative and maintaining a 
sense of humor is a large part of being a secretarial 
assistant.”’ 


MULLOWNEY TO SERVE IN SOUTH VEITNAM 


Edward F. Mullowney, Assistant Chief Engineer of 
Construction and Maintenance, has been granted a two- 
year leave of absence to serve in Vietnam with the 
Roy Jorgensen Associates. He will provide a tech- 
nical advisory service to the Directorate General of 
Highways of the Republic of South Vietnam. 

In his request for the leave, Mr. Mullowney pointed 
out that this assignment would be ‘‘an opportunity to 
perform a public service in an area where we have de- 
voted much time to destruction and now should devote 
our efforts to reconstruction.” 


‘““LIBRARY’’ PROVIDES DRAFTSMEN WITH 
SPECIALIZED INFORMATION 


A different kind of ‘‘library’’ in the Department's 
offices in Par-Troy, Newark, Edison and Haddonfield 


provides draftsmen with the specialized information they 


need to prepare plans for the layout and construction of 
roads. 


Harry Bonitz, Principal Highway Engineer with the Newark 
Office, keeps track of the field survey books by numbering 
each book and recording the number and a brief description 
in a catalog. 


It’s not the kind of library that every employee would 
find interesting, but it does play an important role in 
engineering transportation projects. 

The ‘‘library’’ is comprised of field survey books 
containing information compiled by the Department sur- 
veyors, and in the Newark office alone there are more 
than 3,500 such books. 

They give draftsmen information on artificial and 
natural topography, such as hills, streams, utility lines 
and all legal data on the parcel of land--the information 
he plots on prints. 

Harry Bonitz, Principal Highway Engineer with De- 
sign in Newark, acts as the ‘‘librarian’’ for the field 
survey books as well as coordinator of as many as six 
field survey crews. His ‘‘library’’ dates back to 1925. 
“Librarians’’ in other offices are John Nickens of Par- 
Troy in Region |, Harold Brown of Edison in Region III 
and Ronald Burns of Haddonfield in Region IV. Each 
is a Highway Engineer. 


PRACTICE SAFETY ALL THE TIME! 


JOHN J. MARMOR FETED, 14 
OTHERS RETIRE 


John J. Marmor, Administrative Assistant to Wallace 
J. Schonwald of Region Il, was feted at a suprise re- 
tirement dinner attended by more than 30 Department 
employees of the Newark Office. Mr. Marmor has 54 
years of service. 

Other retirees include Velt B. Sams, Title Officer II 
with Right of Way (47 years); John Pocino, Construc- 
tion Repairman | and George Visokay, Blacksmith with 
Maintenance (41 years each); Theodore Shinske, Main- 
tenance Man | with Maintenance (35 years); Louis 
DeRosa, Truck Driver with Maintenance (33 years); 
Fred C. Jaep, Assistant Engineer with Maintenance 
(32 years); Charles Rogers, Jr., Maintenance Man | with 
Maintenance (30 years); Kendall W. Harris, Senior High- 
way Inspector with Operations and Local Aid and Jerry 
J. Villaggio, Bridge Repairman | with Maintenance (26 
years each); William H. Goodsier, Equipment Operator 
with Maintenance (25 years); Dorothy C. Stout, Princi- 
pal Clerk with Operations and Local Aid (19 years) 
Donald Beling, Assistant Chief Bridge Operator with 
Operations and Local Aid (18 years); Philip C. Red- 
mond, Principal Right of Way Negotiator with Right of 
Way (15 years) and George W. Walker, Mechanic with 
Maintenance (8 years). 


20 COMPLETE COMMUNICATION COURSE 


Twenty Department employees recently completed a 
course designed to improve their ability to efficiently 
and effectively handle clients in person, on the tele- 
phone, and through correspondence. Those who finished 
the course Improving Communications With The Public 
are: Russell Allen, Raymond Andrejcik, William Bloss, 
Frederick Bogdan, Ronald Brennfleck, Bruce Brumfield, 
Walt Caddell, Jack Datz, Theodore Fischer, John Haller, 
Roger Hutchinson, Don Maver, James Morrison, John 
Pinto, Vincent Prestigiacomo. Allen Samour, Walter 
Schulze, Joseph Schumacher, John Usmiani and Ludwig 
Weidman. 


DOT EMPLOYEE ‘SECRETARY OF THE DAY” 


Miss Marcia Virag, Principal Clerk Stenographer 
with the Budget Bureau, was selected ‘‘Secretary of 
the Day’’ by Radio Station WIP, Philadelphia. With the 
honor went a floral piece, two complimentary dinners 
and a case of ginger ale. 


Charles Schmidt, Mechanical Stores Clerk with Pur- 
chases and Stores in Bedminister, Region |, was present- 
ed a special New Jersey license plate (395DAV) by the 
Disabled American Veterans (DAV) State Department 
Commander. He was presented the special plate for his 
devotion to the DAV as an active member and as a Past 
Commander of Chapter 78, Hackettstown. He received 
the Service Cross, Bronze Star and two Purple Hearts 
while serving in the Navy During World War II. 


Sister Carla Marie, daughter of Mr. and Mrs. Raymond 
W. Weber, recently took her first vow as a nun in the Feli- | 
cian Order at the Immaculate Conception Chapel, Lodi. 
She entered the convent three years ago following her 
graduation from high school. Mr. Weber is the Project — 
Engineer in Region IV. 


Miss Sarah N. Ortiz, Senior Clerk Typist with the 
Electrical Bureau, and the daughter of Mr. and Mrs. Maxi- 
mino Ortiz of Hamilton Township, recently became the 
bride of Robert F. Alu, Engineering Aide || with the 
Division of Design. Following a reception at Roman Hall, 
the couple honeymooned at Montego Bay, Jamaica. 


Mr. and Mrs. Richard Miles have announced the birth 
of their second child, John Mark Miles who was recently 
born in Newcomb Hospital in Vineland. Mr. Miles is an 


Electrical Mechanic | with Traffic Engineering, Region 
IV. Their first child, Richard Milton, is 244 years of age. 


Miss Patricia Ann Tucker, Senior Clerk Stenographer 
with the Division of Materials, and Michael Sebastian 
Acquaviva were married recently in Holy Angels Roman 
Catholic Church. The couple honeymooned in Hawaii. 


Anna B. Richardson, Senior Postal Clerk with Cen- 
tral Services and her husband, Moses Richardson, va- 
cationed 10 days in Wildwood and Cape May Point. 
Lorraine Spencer was the Richardson’s guest for one 
day. 


Mr. and Mrs. John Collis of Hamilton Square have 
announced the engagement of their daughter, Miss Karen 
Collis, Clerk Typist with the Division of Research, to 
Thomas Minch, son of Mr. and Mrs. James Minch of Tren- 


ton. 


The engagement of Miss Sindy M. Maffei, to William 
S. Odas, Mechanic Trainee with the Bureau of Equip- 
ment, has been announced by the bride-elect’s parents, 


Mr. and Mrs. Sidney J. Maffei of Hamilton Township. 


The Hungarian Reformed Protestant Church provided 
the setting for the marriage of Miss Andrea Mary Ander- 
son, Clerk Typist, with office of Information Services, 
and James R. Inverso. Supervising Auditor with the 
Bureau of Accounting. Following a reception at the 
Quaker Bridge Inn, the couple left on a wedding trip to 
Lake George. 


Cherry Hill Garage 
in Region IV, removes the steering wheel of a Department 
tractor in need of repairs. 

A typical work day for Cherry Hill’s team of skilled me- 
chanics may include, at this time of the year and in addition 
to pumping gasoline, minor and major inspections of all types 
of Department vehicles, changing tires on various vehicles 
and equipment realignment of the front brakes on a utility 
truck, sweeper maintenance and dump truck cab roof repairs. 
It also may include installation of a vehicle’s king pins, 
bushings, steering worm and door glass; fixing a leaking 
aqua mulcher nozzle, winter inspections of spreaders, repairs 
on small mowers and maintenance of winter light bars. 
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COVER 
‘1 really love the job. | hope that | can 
come back next year to do the same work,’ 
says Margaret (Meg) Hooker, Seasonal Assis- 
tant, assigned to Central Services’ Mail Room. 

On her last day with the Department prior 
to returning to school, the Transporter photo- 
grapher caught her operating the Xerox dupli- 
cator. Her other duties included assorting and 
distributing mail, and operating the plan dupli- 
cator. 

She is in her senior year at St. Anthony's 
High School. After graduation, she plans to 
attend college where she will major in English 
for a writing or journalism career. 


Miss Hooker is the sister of Mrs. Beth Law- 
ton of Auditing. 


Larry O’Rourke, Transporter Editor, Phone: 609-292-3108 


